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A eareful analysis of the Records Control Schedule prepared in the Office
of ths Comptroller indicates some areas wvhere possible improvenents could he
vade in the Reeords Hanagepment Progres. As a result the Tollowing recommendations
are pubmitied for yowr comsideration: '

1. THAT THE DISPOSITION IESTRUCTIONS OF THE RECORDS CONTROL SCEEDULE BE RE-
EXAMINED AND CONSIDERATION GIVEN 7O A REDUCTION IN THE RETENTION PERIOIS.

The retention pericds proposed on the records control echedule were ten-
tatively agreed to by ths Records Eonagewent Btelf to hasten preperstion ard
10 permit the izeediate applicstion of the schedule. However consideration
should be glven to & redustion in the retention pericds to bring them In cleser
conformity with the standards established by Seneral Berviees Administrstion
for sismllar type records. A list of itess comtaining suggested retention periods
1s attached for your considerstlion.

2. THAT PROCEDURES BE ESTABLISHED 7Ok COLLECTING ARD COMPILING STATIBTICAL
INFOERATION TO MEASURE THE EFFECTIVERESS OF THE (FFICE (F COMPTROLLER RECORDS
IIEPOBITION FROGRAM.

in s8dition to the many intangible benefits derived from & resords mamege.-
went prograw, there are svhstantisl sccomplishwents that can bhe measured in
dollar savings. 7o wessure such berefits procedures should be eau‘blisha& to
collect and complie the following Indormmtion snnunlly;

a. Voluwe {cu.ft.) of records on hand st begisning of reparting
period,

b, Volume (eu.ft.) of records itransferred to the Records Center
during reporting pericd.

€ ?‘almwé (en.f%,.) of recurds destroyed during the reporting
Mr .

&. Volume (ou.ft.) of records on hend at end of the reporting
pericd.

This informetion must be collected annually by the ¥Mapagement Staff for use as
sn aid in measuring and reporting the effectiveness of the Agency Records
Managewent Progras. A suggested druft of the type of notice thet may be issued
to components within the OfTice of the Cosptroller im sttached.

3. 7THAT THE RECORDS COETRCGL SCHEDUIE BE REVIEWED ANNUALLY T0 EFFECT CHANGES
NECESRARY TO MAINTAIN THE CURRERT 8UATUS OF THE BCHEDULE.

‘The records of an organizetion reflect the fumction i1t perforses and as
these functions change the schedule wvust be reviged accordingly. Records series
which have been discontinued and eiiher retired or Gestroyed should be dropped
from the schedule. Tetention pericis ghould be reduced on certain items after
experience has shown that the itewms were over evaluated ou the inttial schedule.
Therefore, in order to waiptein an active and current records dispesition
progra, the records control schedu'e must be reviewed snnually end brought up
to date.
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%, THAT THE RECORDS MARAGEMENT STAFF ASSIET YOU IH IRSTALLIRG THE AQERCY FTIF
SYSTEM AS A PILOY FILE IN ONE OF THE F¥PAPFS AND, IF ACCEPIABLE, EXTEND Tyr
STSTEM TO COVER ALL ADMIEISTRATIVE ARD SUBJECT PIIER THROUCHONT THE FFICE,

The systems of Tiling erve varied, but igr the most part records sre under
some subject arrvengement. The Agency hae ado a_gubject-mmeric systen
for meintensnce of this type of flle ses "Handbook for Subject 25X1
Filing"” end with certzin nodifications, Bpted 4o mset the neelds of
the Office of Comptroller. By instelling this system thromghout the Office
benefits will secrue to present as well as future sdsinistrators through such
atenderdizetion. It will provide & file guide usable by all personnel and
lessen depenfence on a few flle clerks to locate vapers vhen they are needed.
All new cleriesl persomnel swaiting clearsree, in the Interim Assigneent Branch
of the Personnel Offiece are given a trsining ecurse in the sublect mumeric
syates,

J. THAT TEE BECORDS AT VARIOUS LEVELD RELATIRG TO POLICY, DLARKIRG AND ORGANIZA-
TION FUNCTIONS BE REVIEWED WITE £ VIRV 70 CORSOLIDATING ALY POLICY MATERTAL
IN & CRNTRAL PILE,

A review of the schedule reveals “het this smterial is being maintained in
various sress. In the best interests of good wanagement and of the Office of
The Compiroller It is desirsble that shis zaterial be brought together and
Placed in one flie series. This will result in & complete documentation of the
history and organization of the Office of tbhe Comptroller and relieve other
areas from responsibility of meinteining thelr files on a permanent basis.

The plan would also be in conformanece with record keeping practices in other
off'ices of the Apency.
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